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e Shorthand in Japan 


e Legal Tease 





YOU’LL HAVE A NEW. 
SECRETARY IN SEPTEMBER 


September may mean the end of vacation time and the 
beginning of a year of hard work, both on and off the job; 
but, it also will mean a big, new issue of THE SECRETARY. 
And, September is only the beginning. 

During these sultry summer months when most people 
slacken off, we've been busier than ever—working out a 
new editorial policy and a new format. 


Some of the features you'll be seeing this winter are: 


* Short Short Stories * Secretarial Success Stories 


Fashions Accounting Articles 
' Travel * Question and Answer 
Volumn 
* Home and Office 
Decoration * Sports 


* Radio, Television and 


Letter Writing 
Book Reviews 


Procedures 


Order a copy of Kitty Untfoiled non! 


For that summer evening 
when it rains, on that train or 
plane trip, or any time when 
you have a few hours to kill, 
we suggest KITTY UN- 
FOILED as a fill-in. 


This delightful story of 
Kitty and her secretarial prob- 
lems and solutions, based on 
actual survey figures, makes 
easy summer reading. 








REUTER & BRAGDON, INC. 
610 WOOD ST., PITTSBURGH 22, PA. 


PLEASE ENTER MY ORDER FOR .................. COPIES 
OF KITTY UNFOILED AT $3.75 EACH. 


NAME 
MI iiss ech sessiatesirsptsicstnlousoseabiee 








IF CHECK OR MONEY ORDER IS ENCLOSED 
POSTAGE WILL BE PAID. 

















Letters from Readers 





DEFENSE TRANSPORT ADMINISTRATION 
WASHINGTON 25 


June 3, 1952 
Dear Mrs. Barrett: 


The nationwide tribute to secretaries during this first 
observance of National Secretaries Week affords me the 
Opportunity to express my admiration and respect for the 
women in government and industry who perform their 
office duties so efficiently. 


A good secretary is probably the most versatile person 
in the business world. She is the tactful diplomat and the 
ambassador of good will for the office. Also, she is the 
word of authority on procedures and a walking dictionary. 
In addition to possessing these talents, she is a dynamo of 
energy when the work-load is heavy, and she knows just 
the right tone of encouragement to offer so that the boss 
will accomplish that impossible job. Without a doubt, sec- 
retaries are indispensable! 


The National Secretaries Association is to be commended 
for its program to elevate standards in the secretarial pro- 
fession. 


Sincerely yours, 
JAMES K. KNUDSON 
Administrator 


Planning to attend the National 
Convention in Washington this 
month? Then you're getting ready 
to enjoy the “country club” atmos. 
phere of the Shoreham, one of 
Washington’s finest hotels. 


The beautiful Shoreham in 
Washington's suburbs is the ideal 
spot for our Convention. We'll be 
only a few minutes by bus from 
the White House, Government 
Offices and the dozens of Wash- 
ington landmarks and “sights.” 
You won't have time to visit them 
all, but choose your itinerary carefully and don’t forget to 
include the White House, Lincoln Memorial and Constitu- 
tion Hall. Bask in the open air and sunshine at the Shore- 
ham, near the Potomac River and thousands of acres of 
natural parkland. 


JULIA PARKS 
Local Convention 
Chairman 


Don't forget the Convention dates—July 24-26. And 
don’t forget to be there! If you haven't reserved a room, do 
it now. Contact Miss Irving Hand, 3160 18th Street, N.W., 
Washington 10, D. C. 

















COVER STORY 


Transportation's secretaries hit the spot- 
light this month. This field is the key- 
stone of the nation’s business and in- 
dustry, vital to defense and essential to 
our present day economy. From the time 
of the Conestoga Wagon to present day 
jet air travel, transportation has prog- 
ressed rapidly and secretaries have made 
their contribution to this progress. 
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e Anacacho Scholarship Award 

¢ Altadena Fashion Show 

e Historic Presentation 

e Secretaries For A Day 

e Secretaries Week Proclamation 

¢ Washington, Pennsylvania Boss Night 
© Jamestown, New York Boss Night 

e Evansville, Indiana Volunteers 

e Bosses’ Wives Reception 

e Shreveport, Louisiana Officers 
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Latest in a series featuring Top Secretaries in American Business Firms... including, among others, John Hancock Mutual Life Insurance Co., Thomas J. Lipton, Inc., Westinghouse Electric Corp. 
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Top Secretary LUCY BALLENTINE 

Secretary to Dore Schary, Vice President in 
Charge of Production at M-G-M Studios, says: 
“Since using a Remingten Electri-conomy for my 
work in connection with Mr. Schary’s own pro- 
duction, ‘Mr. Congressman,’ I can readily under- 
stand why so many Top Secretaries depend on 
this superb electric typewriter to get their typing 
done in less time and with so little effort. 
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Today {| the Mot ion Picture I 
like other key industries throughout : 
Amerita -- “ues peak output in : 
every pffice to chieve peak, efficient 
studio operation and p ofitable film 

distribution. That's why + 
Ballentine goes for the speed and“ef 
less typing of the Ele¢tri-conomy -- 
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those 15 clear carbons at a single 
typing -- this handsome “Executype”" 
for letters of true distinction that 
will be signed with pride -- and that 
glorious "alive-at-five" feeling be- 
cause electricity does the work: 








YY Peel THE FIRST NAME 
nw Ee IN TYPEWRITERS 
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Dear Member of NSA: 


As you know, the deadline for filing applications for the 
1952 CPS examination was June 1. I thought you might 
like to know how many applications were received and 


from what states. They are as follows: 








Alabama— 
WAIN fo. csccccscsiecest | 
Birmingham... 1 
Huntsville ........................... 
TO sssscsicnscs sis 1 
Arizona— 
| a ae roe enn i 
California— 
Yr 1 
Arcadia 1 
RNIN nse issdisccecteces 2 
Beverly Hills ................... 1 
I cscs sicntietncei 3 
Oh oC: re 1 
Reem 1 
EO BCACD ......s.scrcscrscun 2 
los Angee ................... 12 
Oakland 
Pasadena 
Riverside 
San Francisco -......sccsses00 4 
rg) DT a 1 
Santa Monica .......0cccs0 ft 
TN ices necetiensinicon 1 
Westmorland 2....cccccccos 1 
Colorado— 
Colorado Springs .......... 3 
Se aaah eer 15 
BG MAAS ss ciccesosscsssssccdsseassecs Z 
Connecticut— 
Beideeeott ................ 1 
.. jee 1 
Hartford occcccccscsscsssssssssesen 6 
Glastomburg «0.0... 1 
New Havens .....0..ccccccc.s.... 1 
MBAs sci cscs sasistcisntsi 1 
Stamford ........... 
Waterbury 








Delaware— 
Wilmington... 


Florida— 


Jacksonville ene 2 
Orlando 
, | Reeieesecrs meres" 10 


Illinois— 
Alton 


Danville 


I cccsincitcsccusscsnatlen 
RI escaisscecsenserdcensie 


Evanston 
NRE ee on 


Libertyville... 
Lincoln wo00d ........::ccccsee 


Moline 


Morgan Grove on... 
Napterville ...................... 


Oak Park 


Peoria 


Rockford 
Springfield 
Waukegan 
Wilmette 


Indiana— 





ee nee 
Indianapolis... 


Nashville 
Terre Haute 


Iowa— 


Does Minne ...........csscossssssssess 


Ottumwa 


Kansas— 


Detee Cay 


Eureka 
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Louisiana— 
New Orleans ..................... 2 
Maryland— 
a 9 
College Pathe .......cccccccssss 1 
Oi nh: 6 
Magers. ................... 1 
57 a er 1 
Massachusetts— 
INN css dincst ss seins | 
Charlestown .............c000 1 
PAIN ce aes cesta scence 1 
SS ee ee 1 
EN co cscs cesses 1 
Springfield ..................... 3 
Michigan— 
pe re 1 
Detroit 
a 
Ferndale 
rn  O.. ——— 1 
Grand Rapids ................ 2 
C0 1 
Kalamazoo ou... 2 
BMI esas sittese 3 
Muskegon .........cccccccnn 4 
re 1 
NRE oo sasacss sesccsnrss 1 
ae... 2 
Saginaw 1 
Traverse Cory ................ 1 
Minnesota— 
UN ccna sccccisatcasnssspics 1 
Minneapolis 0.00.0... 13 
Se eee 6 
Mississippi— 
2 ET 1 
MI sce sitvictiinsinaicssimed 13 
Missouri— 
Kansas City ......ccccccc 5 
el | re 1 
acest 5 
Willow Springs .............. 1 
Montana— 
UII anos ciscscsssssspccsees 1 
Nebraska— 
DNR oe ecesadkeocee 11 
Omaha 
Sidney 
New Jersey— 
STS OS 1 
Bast Orange ..........::...::.. 1 
OS a ene 1 
Le 1 
a re... 1 
New Brunswick ............ 2 
(fe | 
Plainfield .................. 
ee 
i: re 
Woodbury 


























New York— 
Mita. 2 eS ee 14 
ET 9 
SS re ee 2 
| rem ere 1 
ES ER eee te 1 
Long Island .............:0:00 1 
Niagara Falls ................. 5 
New York City .............46 
ae 1 
cree Ga 1 
| ce 3 
Schenectady ........ccccec. 1 
I Si diecstcrcciasos date 20 
_ | ASRGFERER Seene 1 
WH OLEO IVER, issciisisscnssssssacs 1 
North Carolina— 
Burlington 1 
Brevard ............... 1 
Chapel Hill 1 
CPR ac cesinssasssscssasscscscns 1 
BENIN as cssscsssacisscchcccccstsnncs 1 
Greensbor0 0.....cccccccsecsssee 1 
Ohio— 
MMI P52 ccechiccssi Soaesmaics: 2 
po oe 4 
ING ARRIES oss csscstsssctssscccsscsst i 
REE MIRMNIEE acini uccsccasagscoc 1 
Cleveland 
Columbus 
Newark .............. 
1 eee 
Was worthy 0... 1 
Oklahoma— 
Oklahoma City ................ 1 
MUNIN Cie ce i 
Oregon— 
Klamath Falls. ................. 2 
SS eee 5 
ct: | ae 7 
Camp White «0.0.0.0... 2 
Pennsylvania— 
BE iio eenncins 1 
Cheltenham 1 
Carat 35 os isssiec 1 
Bridgeville 1 
ne 1 
New Kensington ........... 1 
ft): aero 1 
Homer 1 
Pittsburgh 
a se ississisctcccsccceccce 
Philadelphia .......0.c000 9 
Philipsburg ...........cc0c00 1 
Reading 1 
Sharon 1 
eae 1 
Rhode Island— 
NINN a cecssssssccccssszctt 1 
IAT CS 2 
Providence oe. ceccssssecssusee 9 
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Bezauty is your Business 


by GEORGIA CASH 


And now, as we said last month, since we have you all 
looking perfectly gorgeous on the outside—let’s look to 
your INNER BEAUTY. And this is it, girls. This is the 
beauty that endures, that draws people to you and keeps 
them by your side all your life long—not just while you are 
young and lovely to look at. A beautiful face is wonderful, 
and we all want one. A lovely body is fine, surely—but face 
and figure are but the lures that attract attention—it is the 
inner you that holds that attraction. 


So much has been said or written about charm, personal- 
ity, beauty and health that most of us are pretty much con- 
fused as to what we are really seeking. Think of it this way. 
What attracts YOU to another person first? Physical beauty, 
of course, BUT what holds your love and affection down 
through the years? Physical beauty again? Certainly not. It 
is the inner qualities—generosity, affection, humor, wisdom, 
pity, understanding and many others—that go into the 
making of that most complex of all God's creatures, man 
(woman, too), that keep us enchanted and adoring. We be- 
lieve that charm, personality, beauty and health are not sep- 
arate subjects but parts of a complete whole and for one 
to be a completely successful personality each part must be 
developed to its fullest extent. In order to do this three dis- 
tinct steps are indicated, the first, of course, being good 
health, which we have gone into rather fully in previous 
articles in your SECRETARY. 


Next is the elusive quality called personality or charm. 
That something—whatever you choose to call it—is you and 
you alone have the power to develop it and bring forth an 
individuality of being that sets you apart from the medi- 
ocre. Let us repeat, beauty of face and form while most de- 
sirable, is not absolutely necessary in order to become a 
gracious, charming and vital personality. On the other hand 
such a personality radiates its own beauty. The beauty of 
gentleness—the beauty of understanding—and the beauty 
of warmth and compassion for your fellowman. The second 
step is personality. ; 


There are rules of good behaviour that we must know 
and practice if we are to be accepted in good society. Most 
of us know the moral right and wrong but are, perhaps, a 
little uncertain of the conventional or social right and 
wrong. This uncertainty causes self-consciousness in the 
sensitive person. Self-consciousness is the mortal enemy of 
charm simply because you cannot be your most pleasing 
self if your mind is torn with doubts. The third step is self- 


assurance. 
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Our goal, then, is to acquire good health through good 
exercise and proper diet, personality by developing the 
latent qualities we all possess, and self assurance through 
knowledge, and in combining these three steps into one 
serious endeavor you may be greatly surprised at the new 
you that comes out of the old stuffy you that you don’t like 
much, anyway. And, while we are getting some articles 
ready on personality and knowledge, let's drop back to the 
purely human desire of wanting to be lovely to look at, de- 
lightful to know and heaven to kiss (a direct quote from 
somebody or the other), and get one more really good tip 
for your outward appearance. You should have your body 
in pretty good shape(!) so let’s show it off to the best ad- 
vantage by walking properly. Here are the rules: 


Stand tall—lift you waist out of your hips, pull the stom- 
ach muscles in tight, and you're ready to start. Heels may 
touch the floor when walking but weight is shifted from 
the toes of one foot to the ball of the other as you walk. 
Always keep the weight of your body on the balls of your 
feet. Walk freely about the room and let your arms swing 
free—keep them close to your sides with thumbs pointing 
in to hips. Check your posture frequently. See that your 
hips are tucked under and the stomach is pulled up high 
and tight. Shoulders are back and relaxed, head settled on 
your shoulders, not jutted forward, and take a look in your 
mirror. It should be encouraging. 


CPS REPORT (Continued ) 
South Carolina— Utah— 
Charleston 7 Salt Lake City 1 
South Dakota— Virginia— 
Mitchell a a tecclaese Richmond alec 
Tennessee— Roanoke santos =a 
Chattanooga 5 Arlington | 
Memphis 12 Washington— 
Nashville l Longview ' 1 
Oak Ridge 3 Seattle sookdsne ncaa 
Savannah 1 Spokane . | 
Texas— Washington, D. C. 39 
Austin 3 West Virginia— 
Dallas 7 Charleston ......... 2 
ET 1 Huntington 4 
Corpus Christi 1 Wheeling 2 
Fort Worth 8 Wisconsin— 
Houston 20 Madison =a 
Lubbock 1 Milwaukee ; 1 
Pampa 1 Neenah 1 
Texas City 1 Grand total—655 


Applications for retakes are still coming in. We now have 
well over a hundred of these. Dorothy Bentley and her 
Qualifications Committee are doing a wonderful job. 


Cordially yours, 


Irene Place, Dean 
Institute for Certifying Secretaries, NSA 

















JuLy, 1952 






Ruby Warren, member of the Santa Monica Chapter, 
now working for Headquarters Far East Air Forces in 
Japan, sent the following letter to Gladys V. Bauer regard- 
ing her experiences. In addition to working six days a week, 
she goes to school three nights a week studying French, 
Japanese, and flower arrangement class. 


“In January 1951 I arrived in Yokohama, Japan, after 13 
days on a Navy transport coming from Seattle. On arrival 
I had an interesting ride out to one of the air bases where 
I stayed for two days. They told me I would be stationed in 
Tokyo, which made me very happy, and here I have been 
for nearly 15 months. 

“Time has gone so rapidly that I have been unable to see 
and do all the things I want to. Have managed to visit some 
interesting places and would not have missed this experi- 
ence for anything. 

“I have met many nice, fine people here and have some 
wonderful Japanese friends. Just yesterday I had lunch with 
Dr. Yamada who is in the Education field, and who not 
only is a very good friend, but is a fine source of informa- 
tion for me. He is well known here and knows most of 
what there is to know about Japan. I spent New Year's day 
at his home in Kita Kamakura, about an hour's ride by 
train from Tokyo. He designed his own home, which is 
situated right on top of a mountain where there is only one 
other family living. He certainly has a secluded spot and I 
spent a grand day there. 

“Dr. Yamada has taken me to such interesting places—- 
one being the home of Dr. Nagao who is the Vitamin B 
distributor for Japan. Twice each year he has an exhibition 
of his rare collections of Chinese pottery, and paintings 
which he displays on rotation system. At one exhibition he 
shows only one fifth or even less of his collections. To see 
all of them one would have to visit five or six exhibitions. 
Last fall we saw one piece of Chinese pottery which dates 


SHORTHAND 
IN JAPAN 


back to 1500 BC, some Buddhist Texts written in Chinese 
by Japanese, in the 8th century, some Chinese paintings 
from the 12th and 13th centuries, a beautiful Japanese 
sword from the 13th century, and some pieces of Chinese 
T'ang Dynasty pottery from the 8th century. These collec- 
tions are all in excellent condition, the colors are beautiful 
and are not faded. 

“Dr. Nagao’s home is in a most extraordinary setting on 
about 3 acres of ground. There are several lily ponds with 
the qaint little arched Japanese bridges, 3 or 4 ceremonial 
tea houses, and shrubbery and flowers of all kinds. For in- 
stance, right beside a huge, tall, rugged looking spruce tree 
a dainty camellia bush was growing. We attended one cere- 
monial tea where serving and making of the tea takes about 
15 minutes. It looks like our pea soup, and is supposed to 
be taken in three sips. Only one person is served at a time, 
and each cup of tea is made separately. I have just received 
an invitation to attend the next exhibition which will be 
on the 24th and25th of May. 

“We stopped at another interesting place where the dye- 
ing of Japanese wedding kimonos and different types of 
draperies is done. These kimonos are the most beautiful 
I've seen. The dyeing is all done by hand, using rice paste 
to keep the colors from running together. At the time we 
were there they had just one more week's work to complete 
a huge drape for the Kabuki theater. This drape was 90 
feet long and 25 feet high, and was done in the four sea- 
sons. It is a real test of the imagination to comprehend that 
this work was done by hand on a comparatively small floor 
of a dwelling house. 

“I have visited some of the shrines and temples that are 
so famous here. There is really and truly something awe- 
inspiring about these age-old works of art. It was raining 
the day I visited the Toshoga shrine. A mist or fog hovered 
over the tops of the buildings and trees which seemed to 
shut this spot off from the surrounding country side, mak- 
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ing us feel that we were in another world. Some of these 
shrines and buildings are 700 to 1,000 years old. We 
watched one of the priests and two altar girls perform one 
of their ritual dances, and we visited the Buddhist altar of 
the Dragon which was both interesting and eerie. On one 
side of the altar we stood and admired the great stillness of 
this place where for so many hundreds of years ceremonials 
had been performed. Not more than 6 feet away on the 
opposite side of the altar however, all we had to do was 
clap our hands ever so lightly and a roar came out of some- 
where exactly how I imagine a dragon's roar would be. How 
that was done I did not learn. 


“To compare the ancient with the new, only a short 
journey away from these shrines and temples is a beautiful 
resort with a large lake surrounded by mountains, with old 
Mt. Fuji rearing her snowcapped head almost 13,000 feet, 
a cooling sight for it was a very warm day. The lake was 
forbidden to Allied personnel for swimming, but there were 
boats, and probably because I had never been in a sailboat 
I thought I'd like to try. We were out in the middle of this 
lake where they told us later it was about 50 feet deep. A 
gust of wind caught us right in the act of turning, and be- 
fore I had an inkling of what was happening we were 
dumped out into the water. So, not being able to swim, and 
not knowing that a sailboat will sometimes stay afloat after 
having capsized, I truly thought this was the end. I man- 
aged to get hold of the tip end of the boat and next I 
knew, someone was jamming a life preserver over my head. 
I remember looking toward the shore which I could almost 
have sworn was 1,000 miles away. It seemed to me a long 
time before anyone noticed what had happened, but of 
course it wasn’t too long until two Japanese boys came in 
a rowboat and took us to shore. Here is where I can get a 
punch line in for the Argus C-3 camera for I had it around 
my neck and do not know how long it was in the water, but 
none of the pictures I had taken were ruined, and no harm 
was done to the camera. 


“At another place we took a bus excursion up into the 
mountains to what is called ‘Hell’s Hole.’ This is where the 
sulphur mines are. Puddles boil constantly at about 120 
degrees from natural heat, throwing out a very definite sul- 
phur odor, and a thin mist giving the impression of fog. 


“Toshico Matsumoto is a girl friend of mine who works 
at one of the movie studios. I feel I have known her a long 
time. Have visited her home and the studio. Mr. Yamazaki, 
the director, spent about 2 hours with us showing us all 
around the studio, and then we had tea in his office. The 
entire cast of the picture they were shooting that day were 
just ready to leave on location and we had our pictures 
taken with some of them, including the stars of the picture. 
It was an interesting afternoon. In the evening Mr. Yama- 
zaki took us to dinner at a Chinese restaurant. 


“Mr.“Yamada (no connection with Dr. Yamada) has 
shown me through his place which is one of the best lac- 
quer business houses in Japan. I learned what a slow proc- 
ess it is to make really good lacquer ware. Of course we had 
tea, and Mr. Yamada showed us three pieces of furniture 
that had been 15 years in the making for the Imperial Pal- 
ace household. They were inlaid with gold, mother of pearl, 
and coral. I know I'll never see anything like them again. 
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“The huge Buddha at Kamakura is a sight to behold. I 
am enclosing a couple of pictures of it and you can see 
what a huge thing it is in comparison with the people. Its 
dimensions are: the body itself, 11 meters high, the face 2.3 
meters wide. The complete body weight 93.750 kilograms. 
It was built in 1252 and has withstood the terrible earth- 
quake and flood that destroyed the temple it was in at 
that time. 


“Then, there are the interesting eating places. One dish 
is sukiyaki, a meat and vegetable dish. A hibachi is used 
for the cooking. The hibachi is a built-in fireplace called 
‘Ro! It is a movable container filled with ash in which 
charcoal fire is placed. The cooking is done at the table and 
each party or group has its own private dining room. 


“The heating of these rooms is done by charcoal. In 
some instances a sort of pit is built under the table where 
one can hang his feet and keep warm. Shoes are never worn 
in these places and so this built-in pit is very welcome. 
Japanese houses are not built to withstand much cold 
weather. 


“Another dish is called ‘tempura’ (fish). At one of the 
better places we were facing a circular revolving bar. Flow- 
ers were growing on the bar facing us, but when it re- 
volved, the chef was there with the tempura already cook- 
ing. He stayed there until he had cooked all the food one 
could eat, then disappeared again. 


“I have so many places I want to see while in Japan. 
Have attended Kabuki which is something no one should 
miss, and I will go to Hongkong, Bangkok, Singapore, and 
and other places as soon as I can arrange it. I could keep 
on and on writing, as my mind goes faster than I can type, 
but this article is too long as it is. So, I will say in closing 
that the cherry blossoms are now in bloom, and next Satur- 
day I will again go to Mr. Yamada’s place to spend the day. 
The cherry blossoms will be at their best.” 


RUBY WARREN 





TRAINING EVERY WOMAN NEEDS 


For Business 
and Social Life 


Jale and Dorothy 





CARNEGIE COURSE 


Exclusively for Women 


Several N.S.A. Chapters give this course for the? educational program. 
Why not your chapter? A new course to help you make your home, busi- 
ness, and social lite happier in just 5 weeks! Learn to develop self-confi- 
dence and poise. Improve your conversational ability. Remember names 
and faces. Perfect your grooming and appearance. Yes, be a modern 
woman ready for today’s challenge. Bir: COURSE WILL BE GIVEN 
IN CAPSULE FORM AT THE TIONAL CONVENTION IN 
WASHINGTON, D. C. BEGINNING WEDNESDAY, JULY 23rd. 
For information, Call or Write 
CARNEGIE Cases FOR wo 
285 MADISON AVE., N. Y. C U 5-3936 
































JuLy, 1952 








Comes summer—to the student that means examinations 
and vacations. We are students, too, and it is apropos that 
the column this month consist of a little examination, be- 
fore class is adjourned to the September issue. 

The answers to the questions below should be self-evi- 
dent, if one has carefully followed this column. Score five 
points for each question answered correctly. Answers are 
listed on page 18. A score of 85 to 100 means you have 
exceeded the writer's fondest hopes, that you are well on 
your way toward achieving a secretary’s legal education; 70 
to 80 good; 60 to 65 fair; below 60 please reread these 
articles and try the exam again; if you have not improved, 
throw the articles into your furnace and begin studying 
home economics or mixing drinks. Answer whether the fol- 
lowing, as a general rule, are true or false. 


True False 

1. A contract to be binding must be in 
writing. 

2. A criminal may not enter into a contract. 


3. The sole remedy for the breach of any 
contract is a suit for money damages. 


4. An agreement not to marry is illegal. 


5. An offer may be revoked before accep- 
tance. 


6. Consideration for a contract must be in 
legal tender of the U. S. (money to you.) 


7. An agreement for the sale of real estate 
must be in writing. 


8. A promise to pay the debt of another 
must be in writing. 


9. Where a bailment is for the sole benefit 
of the bailee, he is required to use an 
ordinary degree of care. 
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LEGAL TEASE 


by HOWARD P. REUTER, Attorney at Law, 
Member of the Allegheny County Bar Association 
Pittsburgh, Pennsylvania 


True False 


10. A check marked “Paid in Full” will al- 
ways constitute payment in full. CO O 


11. The elements of a contract are an offer 
and a counter-offer. Cc im 


12. Unless time is of the essence of a con- 
tract, performance may be made within 
a reasonable time after the date specified. [] oO 


13. Where a contract calls for personal serv- 
ices, a court will not decree specific per- 
formance. 


14. A bailor is a person who posts bail to 
release someone charged with a crime. 


O 


15. A party to a contract may end it any- 
time, if he returns any benefits he re- 
ceived under the contract. 


16. A minor is liable for the reasonable 
value of any necessities he purchases. 


17. An insane person may never enter into 
a valid contract. 


18. Acceptance, to create a contract, must be 
an unqualified acceptance of the offer. 


19. A minor may disaffirm a contract within 
21 years from the date entered. 
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20. Those readers having the endurance to 
get this far are entitled to five points. CT] OJ 


Hope you did well. Have fun this summer, and if the cost 
of the vacation seems high, remember that “thrift is a won- 
derful virtue—especially in ancestors,’—as someone else 
has noted before. 
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A touch of your fingertips and away you go—turning 
out beautiful work on your IBM Electric! It’s such an 
easy typewriter to use. 

Quickly, almosteffortlessly, you finish letter after letter 
...each one uniformly clear, distinctive, impressive. 
IBM Electric typing is strikingly different. 


You save time and energy, and your company saves 
money. 


INTERNATIONAL BUSINESS MACHINES 
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IBM, Dept. G-1 | 
590 Madison Avenue, New York 22, N. Y. 


Oo Please send illustrated folders on 
IBM Electric Typewriters. 


Name. 


Company. 3 % 


Addr 











City 





State. 
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THE BRIGHT LIGHTS CAN GET YOU 


There are several kinds of bright lights including the 
Mexican, as narrated in such sprightly fashion in the Janu- 
ary, 1952, issue of THE SECRETARY. But the bright lights 
with which many secretaries live from nine till five (p.m.) 
daily can produce visual fatigue which is not limited to 
eyes. 

We commonly think of lighting in terms of Quantity— 
“Not enough light” or “Turn on more light,” though some- 
times we get into the Quality side of lighting when we tip 
our heads to shield the eyes from glare or shuffle papers or 
twist our bodies to avoid reflections on the office desk. 

A woman editor of a big magazine in the pre-war days 
of early fluorescent light touched on quality when she re- 
ferred to “the none too glamorous rays of fluorescent.” At 
that time the bare-naked tubes gave everyone the appear- 
ance of a slightly dead fish, but something has been added 
by the tube manufacturers so that today fluorescence can 
practically match the current complexion of the secretary 
using it. 

Nevertheless, countless secretaries, and their bosses and 
co-workers as well, endure visual fatigue year-in-and-out 
even if they have enough intensity or quantity of light, and 
most of them do not. But too-high brightness is the office 
villain unknown to most office workers. People refer to it 
as “glare,” which can come directly from a too-bright win- 
dow or lighting unit, or could be reflected glare from either. 
Direct and reflected glare usually travel together. If the 
window or lighting unit is too bright, the glossy surface of 
a desk, table, or office machine picks it up and bounces it 
back indirectly and from the worst angle. 


“GENTLEMEN PREFER BLONDES” 


Don’t confuse brightness with intensity or quantity of 
light measure in footcandles. Brightness is a term used by 
illuminating engineers to indicate the amount of light given 
off by any surface as compared with the light from any 
other surface within the range of vision. They measure the 
comparisons in footlamberts. When a surface is too bright 
in comparison with its surroundings it “glares” at you, re- 
gardless of how much or how little quantity of light is 
present. In daytime you may hardly notice that an approach- 
ing car's headlights are turned on, but at night they can be 
blinding because of the wide comparison with their sur- 
roundings. 

Ideally the office task should be no more than three times 
brighter than its immediate background. White paper on a 
dark desk top offers much wider contrast than that 3-to-1 
ratio. Gentlemen may prefer blondes (more of them marry 
brunettes) and that preference should include blonde or 


by T. D. WAKEFIELD, Vice President 
F. W. Wakefield Brass Co. 
Vermilion, Ohio 


other light colored office furniture with no-glare finish, to 
bring the contrast ratios between task and its background 
close together for visual comfort. 

That same 3-to-1 applies also to the surroundings. Noth- 
ing within vision should be more than three times brighter 
than the task background thus making 9-to-1 the over-all 
office ideal. Many public service companies have the equip- 
ment for measuring brightness comparisons and will do so 
on request. If they find your office within 15-tol limits, you 
may bill the writer for one lunch, you pick the place. 


How TO CONTROL YOUR BRIGHTNESSES 


Given enough light to see by easily, certainly a minimum 
of 25 foot candles in the writer's experience, additional 
light for typical office work is less important than controls 
to give the proper brightness balance between all surfaces 
within the field of vision, according to Dr. Dean Smiley, 
formerly of the A. M. A., and many other authorities. 

You can control daylight by venetian blinds. Some alert 
manufacturer may eventually wake up to the facts of light 
and produce a translucent blind which will admit some of 
the free outside light while remaining in balance with the 
interior wall brightness. But you can already control in- 
candescent or fluorescent light sources that same way by 
shielding and diffusing the light. A luminous-indirect fix- 
ture sends most of its light to the ceiling which should be 
white with about 80% reflectiance, to give the “indirect” 
phase, and about 10% of the light comes downward 
through a luminous shield which blends into the ceiling 
painlessly and inconspicuously. 

Good lighting is inconspicuous. Don’t look at your fix- 
tures. Look at what they produce in combination with the 
total office environment. The entire area should compare 
favorably with the “co-ordinated classroom” developed by 
Dr. D. B. Harmon of Austin, Texas, to furnish the right 
visual environment for the growth and particularly the eyes 
of children. Office people spend more time in their places 
of employment than children do in school. 


Place a mirror face up on your desk. If the lighting unit 
glares back at you, it is probably too bright on the bottom 
and can cause indirect as well as direct glare. However, 
that out-of-balance brightness could be because the ceiling 
was not painted white enough, or perhaps its needs clean- 
ing to attain the right balance between the light source 
and the ceiling background for visual comfort and sus- 
tained accurate seeing. 

In too many offices the “pause that refreshes” is refresh- 
ing also because it gives opportunity to get away from an 
unbalanced brightness zone. Too bright lights can get you. 
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MODERN OFFICE METHODS 





COPI-STAT (100) 

“Copi-Stat” is the only machine that 
can produce duplex copies . . . (two- 
sided copies). Available in three differ- 
ent portable sizes .. . 814", 11” and 17”. 
Prices start at $80.00. All sizes can be 
equipped with motor, at additional 
cost, for automatic operation. 





ALL PURPOSE DESK (103) 

Orna-Metal Products Company has 
introduced two new all-purpose utility 
desks; the ROCKET 42438 and the 
COMET #2848, above. Both are adjust- 
able in height, have three drawers for 
legal or letter size papers and are cov- 
ered with Armstrong linoleum. Avail- 
able in gray, green or brown. 





SAFEGUARD FILING (106) 
Through scientific study, the Globe- 
Wernicke Company has developed a 
simple, economic, efficient safeguard fil- 
ing system. The Safeguard alphabetical 
plan uses a convenient arrangement of 
guides and folders, whereby all tabs 
are instantly visible to the eye. Write 
for pamphlet describing this system. 
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PAPER JOGGER (101) 

This new, portable motor-powered 
Paper Jogger is available on trial from 
your local ABDick Mimeograph dealer 
or from the Purnyea Mfg. Co., Wichita, 
Kansas. It will jog (or edge-align) the 
various sizes, kinds and weights of pa- 
per used in any office. 





POSTURE CHAIR (104) 

Unrivaled seating comfort in this 
Stenographic Posture chair. Has full 2” 
of molded foam rubber “queen sized” 
seat. Foam rubber, pivotal Taylor’s ex- 
clusive hinge, follow-through back. Five 
point adjustability for full individual 
working and velaxed comfort. 
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Gentlemen: 


TYPEWRITER PAD (102) 

The Ace Hose & Rubber Company 
offers a new non-skid pad for typewrit- 
ers. This sponge rubber cushion lessens 
fatigue and is easily cleaned with a 
damp cloth. Retails at $1.50, this pad 
is also available in sizes to fit other of- 
fice machines. 





EXECUTIVE DESK (105) 

The Wiltshire modern executive desk 
is carefully designed of genuine walnut 
or comb grained oak. Easy height ad- 
justment, flush drawer pulls, dustproof 
insides, ball-bearing suspensions on file 
drawer together with other modern 
features make this desk the best buy for 
your boss. 





610 Woop STREET 
PITTSBURGH 22, PA. 
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& Miss Dean, shown with her SoundScriber, is a typical American girl aad 
proud of it. Secretary to a doctor, she lives and works in New York 
City. She is an expert swimmer and skier, plays fine tennis and believes 
the poise she has found in her work makes her better than average at sports. 


Perfect Team! ~“ss02=— 


Attractive 22-year old Doris Dean of Pittsfield, Massachusetts credits 
SoundScriber with much of the poise and efficiency that recently won her the title 


“Miss Best Adjusted Secretary of 1952.” 


Chosen during National Secretaries Week on the basis of a national survey 

by Otto Von Mering, Jr. of Harvard University, Miss Dean said, 
“SoundScriber has been a tremendous help to me... 
I think it should be to other secretaries, too.’ 


and to my Boss. 


Exclusive “Television Indexing”, smart styling, the absence 
of irritating slips or strips and annoying headbands make 
SoundScriber a secretary’s dream. Learn how you can become even 
more efficient in your job .... more valuable to your boss. 
Write SoundScriber Corporation, Dept. S7, 
New Haven 4, Conn. for details today! 


/SOUND/CRIBER 


Trade Mark 
First All Electronic Dictating System @ First Disc Dictating Equipment 





230 Sales and Service Centers Coast to Coast 








SOUTHWESTERN DISTRICT 
GLApDys V. BAUER 
1930 Arizona Avenue 
Santa Monica, Calif. 


The SHOW ME CHAPTER of Jeffer- 
son City hostessed the first Missouri 
Regional Inter-Chapter Council Meet- 
ing April 27 at the Missouri Hotel 
with 125 present. Mary Margaret Mas- 
on, Missouri Regional ICC Chairman 
presided. The important items dis- 
cussed included the CPS Program, 
Membership Procurement, and the 
Shopping Mart at National Conven- 
tion. It was voted to hold another ICC 
Meeting in the spring of 1953. 

The WINTER GARDEN CHAPTER, El 
Centro, California, held its regular 
monthly meeting and installation of 
officers at a dinner at the Las Palmas, 
May 13. Mrs. Wendy Maloof, guest 
speaker, gave a very interesting talk 
on Interior Decorating. 

On April 24 the Southside Kiwanis 
sponsored the Career Conference held 
annually at Cleveland High School, St. 
Louis, Missouri. For the third consecu- 
tive year Bernice Pfeiffer, past officer 
and charter member of the ST. LOUIS 
CHAPTER was asked to be the lecturer 
for those interested in the secretarial 
field. 

At the annual benefit card party in 
April, the GIRARDOT CHAPTER, Cape 
Girardeau, Missouri made a net profit 
of over $150. 

On May 20 the GIRARDOT CHAPTER 
had a Mother-Daughter Banquet at 
the Colonial Tavern, with 55 members 
and guests present. There were favors 
for the guests and individual carnation 
nosegays. Entertainment was furnished 
by members. 

In the absence of the president, 
Helen Randol, who was hospitalized, 
Pearl Bush presided at the short busi- 
ness meeting and installation of the 
new officers. 

On May 5, 1952 the Shawnee Mis- 
sion High School asked the National 
Secretaries Association members of 
Kansas City territory to participate in 
their vocational day and speak to their 
students who were interested in becom- 
ing secretaries. Participating in this 
activity were Jennie Burch, President 
of HARRY S. TRUMAN CHAPTER, In- 
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dependence, Missouri; Leonette Brei- 
han, President of WESTPORT CHAP- 
TER; Clara Kreuger, Ruth Ruth, and 
Vi Inman, also of Westport; Gwen 
Weaver, President of HEART OF 
AMERICA CHAPTER, Martha Slaughter 
and Irma Rutter, also members of this 
Chapter, and Helen Boyle, National 
Treasurer. They spoke to approximate- 
ly 350 high school girls who are inter- 
ested in secretarial work. 

St. Louis CHAPTER celebrated its 
tenth anniversary at the May dinner. 
All members were invited to attend. 
The theme was a Carnival of Years— 
1942-1952. Tables were arranged ac- 
cording to year of entry into NSA. 
Billie Linder was toastmistress. There 
were “birthday presents” for all, in- 
cluding a special collection of linens 
for the Barnard Skin & Cancer Hospi- 
tal. May 10 the Chapter held a very 
successful bake sale at Sears Roebuck 
Company, with Virginia Chapman 
serving as chairman. During the past 
year Elvera Ellerbrock, Chairman of 
the Educational Committee, arranged 
tours to the IBM Company, Von Hoff- 
man Press, and the Police Academy of 
St. Louis. 

Miss Mary Helen Samaniego, a sen- 
ior at Santa Monica High School, was 
chosen as the winner of the $100 
scholarship given each year to a high 
school senior by the SANTA MONICA 
CHAPTER (California). Presentation 
was made May 23 by Miss Hattie San- 





Presentation of two life-time business 
college scholarships by June Oliver, 
(center) Chairman of the Scholarship 
Committee of the Anacacho Chapter, 
San Antonio, Texas, to students of the 
Protestant and Catholic Orphan’s Home. 
Left, Joyce Huseman and (right) Clo- 
tilde Dominguez. 


defur, Civic Chairman of the Chapter, 
at Samohi’s Annual Award Assembly. 
The scholarship gives special emphasis 
to secretarial education. 

The ANACACHO CHAPTER, San An- 
tonio, Texas, entertained with its third 
Annual Executive Dinner, in the St. 
Anthony Hotel, May 19, with 117 
members and guests present. Elizabeth 
Campbell was General Chairman. The 
theme of the table decorations was 
San Antonio—its industries and busi- 
ness. Under the supervision of Ann 
Brice, Decorations Chairman, this was 
most effectively carried out, each busi- 
ness and industry being symbolized in 
a floral decor. A cocktail hour preceded 
the dinner. President Elizabeth, assisted 
by Duff Harlin, President-elect, em- 
ceed the event. 

Guests of honor included Rev. Roy 
Rihn, of the Catholic Chancery; Gen- 
eral Jonathan M. Wainwright; Ex- 
Mayor Jack White; George R. Parish, 
Jr., Eugene L. Ames, Vice President of 
the Independent Petroleum Producers 
Association of America, and Mrs. Tom 
Blue, City Federation of Women’s 
Clubs. 

Members of the LADO DEL RIO 
CHAPTER, Riverside, California again 
this year cooperated with the Secretar- 
ial Departments of the Poly Technic 
High School and Riverside College in 
sponsoring the “Secretary for a Day” 
program. Through the cooperation of 
their employers they invite the stu- 





Pictured are some of the participants in 
the first combined Fashion Show and 
Brunch held at the Altadena Town and 
Country Club by the Los Angeles and 
Pasadena (California) Chapters. With 
an attendance of 250, proceeds netted 
the charity fund $70. 











dents to take their place in the office 
for one day, thus learning just what a 
position in the business world is like. 
This annual program started two years 
ago by the local chapter of NSA is 
just another part of the organization's 
service to youth and the community at 
large. Girls were chosen from the sec- 
retarial training classes at the High 
School and College on the basis of 
their scholastic standing with no pre- 
vious work experience in an office. 

The Southern California - Arizona 
Division Inter-Chapter Council meet- 
ing was held in San Diego, California 
on March 30 at the Manor Hotel with 
64 members present. The meeting was 
opened by Anne Murtha, I.C.C. Repre- 
sentative from SAN DIEGO CHAPTER. 
“Buddy” Tuttle of the LADA DEL RIO 
CHAPTER, Riverside gave the invoca- 
tion. Following luncheon a business 
meeting was held with lively discus- 
sion on matters of importance, includ- 
ing the float for The Tournament of 
Roses Parade, and the Mart at the 1952 
National Convention. Gladys Bauer 
led a very interesting and active dis- 
cussion as to why the chapters should 
participate in the CPS program. A 
number of unusual door prizes were 
awarded at the close of the meeting. 

Mildred Aglietta was chairman for 
the SAN DIEGO CHAPTER Bosses’ 
Night party held April 16. This party 
will go on record as one of the chap- 
ter’s nicest affairs. Dr. William Kid- 
well of State College, Boss of San 
Diego Chapter’s president, Hester New 
man, gave a short talk on “The Suc- 
cessful Boss.” Members were asked to 
write a short letter on “Why I Like My 
Boss” and Miss Fay Duke’s entry won, 
for her Boss, a gold crown and a long 
cigar. 





The Honorable Donald L. Jackson, 
Congressman of the 16th District, Cali- 
fornia, presenting an historical gavel 
hewn from piece of wood from the 
White House, to Margery Mace, Presi- 
dent of the Santa Monica Chapter. 
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Lado Del Rio Chapter, Riverside, California had as honored guests at luncheon the 
girls who participated in their recent Secretary for a Day program. Pictured lI. to r.: 
students Margaret Rahn and Gloreen Gray, honorary NSA member, Judge O. K. 
Morton and his secretary, Mrs. Betty Davis, Mrs. Mildred Whelan, student Luella 
Fowler, Mrs. Flora Kauffman, students Jo Ann Livingston and Frances Schober. 


NORTHWESTERN DISTRICT 

Miss LAURIE MAE SANDERS 

1326 Fast Ninth Street 

Olympia, Washington 

In Denver, Colorado, the COLUM- 
BINE CHAPTER entertained prospective 
members at a breakfast held in the 
Wolhurst Saddle Club. The group was 
privileged to sit in on the radio broad- 
cast, “Breakfast at Wolhurst.” Con- 
gratulations to EVERGREEN CHAPTER 
of Denver on its EIGHTH BIRTHDAY! 
Miss Minetta Miller, a member of this 
chapter and also a member of the CPS 
Institute Board, was interviewed on 
the aims and purposes of CPS, over 
radio station KLZ on a national CBS 
hook-up. 

ROBERT LUCAS CHAPTER, Iowa 
City, Iowa, recently heard Dr. Leland 
Stilwell, head of the new Veterans 
Hospital in the city, describe the Tele- 
voice System installed in the hospital. 
This system is used for recording op- 
erations, case histories, etc., immediate- 
ly and the finished transcription is 
back in the hands of the doctor within 
two hours. Dr. Stilwell assured the 
girls that this marvelous system has 
not made the secretary a thing of the 
past, however. 

Members of the GOPHER CHAPTER, 
Minneapolis, Minuesota, were guests 
of the ST. PAUL CHAPTER at their an- 
nual get-together in April. In May 
GOPHER CHAPTER initiated six new 
members. 

NSA’ers from ROGUE RIVER CHAP- 
TER, Medford, Oregon, and Professor 
Alvin Miller of the Southern Oregon 
College of Education met with the 
KLAMATH FALLS (Oregon) CHAPTER 
to aid the latter in setting up a study 
program for CPS. It is nice to see that 
our NSA Chapters are ready and will- 
ing to assist each other despite the 


time, money and effort that may be 
involved. 

The SPOKANE (Washington) CHAP- 
TER was recently honored with a fif- 
teen-minute program on radio station 
KNEW, featuring NSA, the Spokane 
Chapter, and the CPS Program. This 
chapter has joined the ranks of the 
“Dutch Uncle—Dutch Aunt” program 
in Spokane. This organization, com- 
posed of eight civic and service groups, 
acts as vocational guidance counselors 
to students in the public high schools. 

The bosses of NSA’ers have been 
receiving their share of attention. 
MINN-ARROW CHAPTER, Duluth, Min- 
nesota, entertained employers with a 
dinner at the Ridgeview Country Club. 
Guest speaker was Bill Krueger, radio 
commentator, who described his six- 
week trip to Europe as one of a group 
of newsmen and radio men surveying 
the European situation. MELIOR VITA 
CHAPTER, Sioux Falls, South Dakota, 
held a Boss Night Dinner for the first 
time. The event took place in the Mir- 
ror Room of the American Legion 
Hall. The guest speaker, G. L. Hill, 
Vice President of the Union Savings 
Bank, acquainted the group with the 
fascinating business of banking. 

The SPOKANE (Washington) CHAP- 
TER reports that its Fourth Annual 
Boss Night Dinner was a “huge suc- 
cess.” The OLYMPIA (Washington) 
CHAPTER honored employers with a 
dinner, as has LARAMEE CHAPTER, 
Laramie, Wyoming, which entertained 
the bosses at a Smorgasbord. 


NORTHEASTERN DISTRICT 

Mrs. LEO HORCHOW 

c/o J. C. Breyfogle 

74 E. Gay Street 

Columbus 15, Ohio 

The better the day, the better the 
deed! So, I am proudly reporting news 
received from the Northeastern Dis- 
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Mayor Noland C. Wright, signing proc- 
lamation declaring National Secretaries’ 
Week in Anderson, Indiana, with past 
President Kathryn Girton looking on. 


trict on NATIONAL SECRETARIES DAY. 

Time to let you in on two items 
which should be of interest NSA-wise. 
My personal mail has brought me an 
announcement that Gertrude C. Carl- 
son, EVANSTON (Illinois) CHAPTER, 
became the bride of Bradford J. Stet- 
son, May 17. We remember Gertrude 
as the NSA member who made “front 
page” at the Kentucky Derby last year. 

My mail also brought a personal 
note from Major General Brentnall, 
former Commanding General of Air 
Materiel Command at Wright-Patter- 
son Field, now Deputy Commander of 
the Far East Air Force, Korea. He tells 
me that Lt. Kenneth R. Long was 
awarded the Distinguished Flying 
Cross, for “outstanding service in de- 
stroying a Communist train under ad- 
verse conditions.” Lt. Long is my son. 

Three HARTFORD (Connecticut) 
CHAPTER members: Vivian Ferguson, 
Catherine Nogas and Thelma Burn- 
ham spoke before future secretaries 
classes at numerous Hartford High 
Schools during their recent “Career 
Week.” Hillyer College of Hartford 
also solicited the services of this Chap- 
ter in helping to put across an open 
meeting in the interest of CPS. 

The CON BRIO CHAPTER, Bloom- 
ington, Illinois, combined its Mother- 
Daughter and Installation Dinners. 

Another “Career Day,” with another 
Chapter participating—a Panel Dis- 
cussion, May 16, at Wilson’ Junior 
College in Chicago. Zita Wist, Elaine 
Suhr and Eleanor Damko were the 
Chicago members. participating, while 
Clare Jennings acted as moderator. 

Another note of interest came from 
Chicago. On May 2, LAKE SHORE 
CHAPTER volunteered its services for 
the third Annual Telethon on WENR- 
TV, sponsored by Jim Moran. Fifty 
LSC members acted as telephone oper- 


Sixteen 


THE SECRETARY 


ators, tabulating over $19,000 worth of 
calls. Talent for the show included 
such celebrities as Joan Bennett and 
Zachary Scott of the movies, Kay 
Thompson of TV fame, as well as most 
of the cast of “Guys and Dolls,” and 
News Commentator Clifton Utley. 
ANDERSON (Indiana) CHAPTER 
chose National Secretaries Week as a 
fitting time to install its newly elected 
officers and were honored with a proc- 
lamation signed by Mayor Noland C. 
Wright, setting aside the week of June 
1 as National Secretaries Week 


throughout the city of Anderson. 
Have you ever longed to make a 
trip to South America, but didn’t have 
time or money to do so? M. C. Bartlett, 
Vice President in charge of Export, of 
the Pitman-Moore Company, Indian- 
recently took the 


apolis, Indiana, 


are just one year old and are entertain- 
ing the BOSTON CHAPTER members in 
appreciation of their cooperation. This 
Chapter, too, is working at painting 
trays, stenciling fabrics, knitting, cro- 
cheting —all for the benefit of the 
Convention Mart. 

MOTOR City (Flint, Michigan) 
CHAPTER had as its speaker recently, 
Jane Grills, who was with the Occupa- 
tion Forces in Japan, in charge of the 
Women’s Educational Program of the 
Japanese Broadcasting Company. Her 
topic was “Social Life in Japan.” 

“The Road Ahead,” was the appro- 
priate topic of John B. Martin, Jr., 
Michigan State Auditor General as he 
addressed the Boss Night gathering at 
the RAPIDETTE (Grand Rapids, Mich- 
igan) CHAPTER. Other VIP attending 
this dinner were Margaret Treanor, 





First Boss Night Dinner held by the Washington, Pa. Chapter during which Frank 
B. Rackley, President of Jessop Steel was chosen “Boss of the Year.” 


CROSSROADS OF AMERICA CHAPTER 
members on just such a trip with pic- 
tures and reports. Also featured at 
a recent meeting was Daisy Atkins, 
CPS, who spoke to them on the “Back- 
ground and Purpose of CPS.” 

BEACON HILL (Boston) CHAPTER 
has been busily engaged in assisting 
with its local Cerebral Palsy drive; 
working at the information booth at 
the Mechanics Building; attempting to 
install a new Chapter in Manchester, 
New Hampshire; giving assistance to 
the newly formed Worcester Chapter, 
as well as laying plans for a scholar- 
ship program in the early fall. 

FRAMINGHAM CHAPTER, Massachu- 
setts, held its second annual Boss Night 
with Dr. James Gordon Gilkey, Spring- 
field, Massachusetts, speaking on “Man- 
aging an Over-burdened Life.” 

Plans for an Anniversary Tea are 
keeping the WORCESTER (Massachu- 
setts) CHAPTER members busy. They 


newly elected Michigan State Advisor, 
and Dorothy Bentley, Chairman of 
the CPS Qualifications Committee. 

Congratulations to a perfectly won- 
derful NSA member on a perfect at- 
tendance record! Juanita Powell, chart- 
er member of the KALAMAZOO CHAP- 
TER, Michigan, has never missed a reg- 
ular meeting of the Chapter. A past 
president, Juanita has gone forward 
into two-time editor of Celery Leaves, 
served on various chapter projects, and 
was Captain of the NSA Bowling 
Team for the past five years. A com- 
mendable record, to be sure. 

The PATERSON (New Jersey) 
CHAPTER tried a unique way of rais- 
ing money at its May meeting. Every- 
one presented articles for sale, the 
price of which was under $2—and in 
no time everything was sold out, re- 
sulting in a profit for the treasury. 

BUFFALO (New York) CHAPTER 
reached into National Secretaries 











JuLy, 1952 








THE TYPISTS “PAL” 


The Erasaguard COMPLEMENTS the function of the ERASER. 
With it you can cleanly REMOVE all trace of errors. 
SAVES enough TIME in ONE DAY to pay for itself. 


SHE DOES MAKE MISTAKES 





Smooth Aluminum surface to erase against 
on both original and carbon copies. 


Curved surface exactly conforms to curved 
platen. 


Just place it behind the sheet you wish to 
erase from. 


Instantly allows letters to be set up by su- 
pervisors as measurements conform to type 
spacing. 

Supplied for Elite or Pica type. 


Edges do not slip on paper so can be used 
for drawing with a pen and positively no 
blotting. 


Many letters confirm that the Erasaguard 
is indispensable for efficiency. One Secretary 
writes, “I used Erasaguard for several months 
in an office where I was formerly employed 
and now I find it difficult to get along effi- 
ciently without one. I would like to purchase 
one or two. Is there a dealer in this territory?” 


e 
The Erasaguard is a positive necessity on 
every Typists’ Desk. 





But She Says “This Erasaguard makes 
erasures so Easy that It’s My Real Pal” 


Sold only by Kee Lox Mfg. Co., Rochester, N. Y., and Branches. Patent 22600089. Price $4.20 per dozen, but you 
can have one for yourself by sending 35c U. S. Stamps with the attached Coupon. Not over two on any one coupon 
at this price unless one dozen or more is ordered. 





You need a PAL? 





( 
* 2 SEC | 
BE HAPPY KEE LOX MFG. CO., ROCHESTER 1, N. Y | 
With a REAL ONE (Please SOMA vrececcooc... Dozen ERASAGUARDS Pica (] Elite (] 
- | EGRCIOSOG 15 ..cosccicsceressscircnrconisecs Ws Ds, SEALS. | 
sisi inssnds a aeias ascalmaalons ) 
Send Gompen 0: Cues | renee es hn lilo) dene ine a eee ener eee 
THANKS a asi siesta chests ac SRE ae aR ase er ; 
* , _— SRRRERS Te eemmenne emcee mEeN Er Sterns Nene OT cecsinsisetisonsiicstctiomee } 
You will thank us too! | EERE ane MT eRe NTN n ie un Ws } 
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Below are the answers to “Legal 
Tease.” Remember, score fe points 
for each correct answer. A score of 
85 to 100 is excellent, 70 to 80 
good, 60 to 65 fair, and below 60— 
well, we know no one was below 
60—were you? 


l. F HM. F 
a . 3 
x 6F 3. T 
4. T 14. F 
5 F m. F 
6. F 16. T 
™ © 7. F 
a F re. & 
9. F i. F 
10. F 20. T 











Week and held a luncheon date with 
its newly chosen Secretary-of-the-Year 
delegate to the National Convention. 
She is the newly elected President, 
Lois Anne Dryer. Scholarship plans, 
together with a July 8 National Secre- 
taries Night at the Grand Island Play 
House, local summer stock theatre, 
kept the BUFFALO members busy. 


New Member Night with the 
FLOWER CITY CHAPTER, Rochester, 
New York, was combined with its 
election of officers—with approximate- 
ly fifteen new members taken in dur- 
ing the past year being honored. Mem- 
bers have been helping with the pro- 
motion of Lilac Time in Rochester, by 
typing envelopes for the committee, 
resulting in outstanding publicity for 
the Chapter. Member Marianne Tucke 
has been named as a member of the 
Governing Board of the Council of 
Social Agencies, representing NSA and 
the ROCHESTER CHAPTER, putting it 
on a very active civic basis. 

“Civil Defense is Common Sense— 
it is Everybody's Business!” And, mem- 
bers of the COPPER CiTy (Rome, New 
York) CHAPTER agree with this state- 
ment of Captain L. J. Schelter, Direc- 
tor, Rome Civil Defense Council. Like- 
wise, COPPER CITY CHAPTER agrees 
with Captain Schelter as he writes, 
“The ladies of the COPPER CiTY CHAP- 
TER of NSA have staffed our civil de- 
fense office since 1950 and have given 
well over 2,000 hours of volunteer 
service. We owe these girls a debt of 
gratitude for their outstanding service 
to our Community, State and Nation.” 


Some sixty secretaries attended the 
Work Shop held in Akron, Ohio, May 
2 and 3, under the sponsorship of the 
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TIRE TOWN CHAPTER. A tea followed 
the program at the Alpha Delta Pi 
house, University of Akron. 

Fifteen members of the COLUMBUS 
(Ohio) CHAPTER have received per- 
sonal letters of praise from Ted Brown, 
Secretary of State of Ohio, for their 
assistance in tabulating the Primary 
Election votes on May 6. These girls 
worked from 9 A. M. on that day un- 
til 3 A. M. the following morning, 
with only time out for dinner in the 
evening. No wonder Mayor James A. 
Rhodes of Columbus so_ willingly 
signed a proclamation declaring Na- 
tional Secretaries Week in the pres- 
ence of Past President Florence Kueb- 
ler, William MacCartney, Chairman of 
the observance, and Manager of the 
local Dictaphone Corporation office. 

Spreading cheer is common among 
our members, but the Newark, Ohio 
MOUNDBUILDERS have stressed it by 
starting weekly visits to the Newark 
City Hospital. They write letters for 
the patients unable to do so for them- 
selves; read to those suffering from 
eye ailments, and take care of any out- 
side personal matters the patients may 
desire. Another worthy service. 

Most unusual was the HARRISBURG 
(Pennsylvania) CHAPTER Boss Night, 
on April 28. A check for $200 was 
presented to National President, Mary 
H. Barrett, a guest at this function, to 
be turned over to our National Home 
Fund. The dinner was televised during 
which Deborah Davis, Field Repre- 
sentative for DPA was crowned “Boss 
of the Year.” 

CONESTOGA CHAPTER, Lancaster, 
Pennsylvania, gave a $25 U. S. Savings 
Bond to the outstanding girl commer- 
cial graduate of each of its Parochial 
and Protestant High Schools. Members 





The Jamestown, N. Y. Chapter held an 
Associates Night Dinner. Pictured 
above, left to right, are Doris M. Han- 
son, President; Madge Taggart, Speaker; 
Mayor Stanley Weeks, Dolores M. Lang, 
National Secretary; Beatrice L. Sand- 
gren, dinner chairman. 


of this Chapter, celebrated National 
Secretaries Week with appearances on 
radio and TV. 


SOUTHEASTERN DISTRICT 

OpESsA HENSON 

c/o Rich's 

Atlanta. Georgia 

THE ATLANTA CHAPTER started off 
its celebration of National Secretaries 
Week with a proclamation signed by 
Mayor William B. Hartsfield, with a 
nice news spread carrying a picture of 
the Mayor, Grace Dudley, Atlanta’s 
Secretary of the year, and Mr. Clinton 
Anderson, of the Dictaphone Com- 
pany, who is acting as coordinator in 
this area. Officers of the Atlanta Chap- 
ter were installed at a dinner meeting 
on May 19, Atlanta’s Movie Censor, 
Christine Smith, was speaker. 

BIRMINGHAM CHAPTER: A news 
story in the Birmingham News showed 
Margaret Hardy and Clemmie Werts 
displaying the official poster of Na- 
tional Secretaries Week, with Tom B. 
Smith, local business man who served 
as chairman of arrangements. Another 
interesting news item from Birming- 
ham was a story and picture of Gloria 
Butler displaying the trophy she won 
for Ramsay High School in the semi- 
annual secretarial achievement contest 
sponsored by the Birmingham NSA. 
She was presented a cash scholarship 
along with the rotating trophy which 
is displayed at the winner’s school. The 
trophy went to Ramsay for the third 
consecutive time. 

The ASHVILLE, N. C. CHAPTER had 
a very successful card party, the pro- 
ceeds from which will go to their 
scholarship fund. Several “plastic par- 
ties” have also been held to help swell 
the treasury. 





Shown above are Mrs. Alverda Greiner, 
who has charge of recruiting the Evans- 
ville, Indiana Chapter Volunteers, and 
Rosalyn Hirsch (at the phone) two of 
the faithful volunteers for weekly 
young adult dances at the Evansville 
Community Center. 














Bosses’ Wives Reception—Algonquin Chapter—Cumberland, 
Maryland. 1. to r. Mrs. John T. Topper, Mrs. Blaire V. Welsh, 
Mrs. Thelma J. Allin, Mrs. Woodward D. Pealer, Mrs. John 
Liebau, Mrs. F. H. Ankeney, Garnet Fazenbaker, Vice Presi- 
dent and Social Chairman of the Algonquin Chapter pouring 
tea, and Mrs. Charles L. Kopp. 


ALGONQUIN CHAPTER, Cumber- 
land, Maryland: This chapter has in- 
augurated an annual Bosses’ Wives’ 
Tea. The first was held at the Ali- 
Ghan Shrine Country Club on Sunday 
afternoon, May 4. Their Bosses’ night 
is held in October. A CPS refresher 
course was started by this Chapter on 
May 13, through Catherman’s Business 
School. This will run one night each 
week for six weeks. 1952-1953 officers 
were installed at the Cumberland 
Country Club on June 5, the speaker 
for the occasion being Mrs. Lucille 
Roeder. The Ways and Means Com- 
mittee of this chapter has been suc- 
cessful in raising funds through the 
sale of figurines. 


MALABOUCHIA CHAPTER, Jackson, 
Miss., held a membership reception on 
May 5, approximately 25 interested 
secretaries being guests. The Mala- 
bouchia Chapter song was sung by 
Julia McCoy and T. B. Todd. The his- 
tory of NSA and the Malabouchia 
Chapter was given by Lela Bickham, 
and Jessie Lynn Ruff gave an outline 
of the CPS program. 


The OLD DOMINION CHAPTER, 
Richmond, Virginia, sponsored a speed- 
typing contest May 23-24 in the Old 
Dominion Room at Miller & Rhoads, 
one of Richmond's largest department 
stores. The contest was open to both 
professionals and _non-professionals, 
with first prizes being given in each 
division. First prize was a Smith- 
Corona portable typewriter. Prizes 
were awarded by President Pauline 
Hough, and a tape recording was made 
of the event by Radio Station WRVA, 
with the Richmond News Leader car- 
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rying stories before and after the event. 

The SPINDLETTE CHAPTER, Gasto- 
nia, N. C. has been cooperating with 
the Civil Defense program, having 
typed about 20,000 information cards. 
They are having fun! The sale of berry 
pie pans has been a successful money- 
maker. A group from this chapter, 
along with prospective members en- 
joyed an outing at Springlake Farms, 
York, S. C. on a Saturday afternoon. 
Spaghetti, ummm! More civic work 
was assistance with the Cancer drive. 

The TAMPA CHAPTER recently re- 
elected the officers who were placed 
in office when the chapter was organ- 
ized. They now have 72 members, with 
prospects of more. Wonderful! Won- 
derful! Several from this chapter went 
over to Orlando to a tea honoring 
Southeastern Vice President, Margar- 
ette Bibb, vacationing in that city. 

The CAPITAL CHAPTER, Washing- 
ington, D. C. had a book review on 
“Kitty Unfoiled.” Activities for the 
celebration of National Secretaries 
week included contacting department 
stores, candy stores, office equipment 
companies, associations and clubs for 
advertising and displays. Washington 
newspapers cooperated, and radio pro- 
grams were arranged; Ruth Crane in- 
terviewed Eunice Graham, who holds 
a CPS certificate. 

WINSTON-SALEM’S officers were in- 
stalled during National Secretaries 
Week. 

Did you know that the MEMPHIS 
CHAPTER has had a luncheon meeting 
every first Saturday in the beautiful 
skyroom of the Peabody Hotel for 
years! This is grand for promoting 





Shreveport Chapter, Shreveport, Louisiana, new officers pause 
following their installation at a program-dinner meeting. They 
are, left to right, Mrs. Lois Jackson and Margaret Galvin, di- 
rectors; Mrs. LaMerle Drake, vice-president; Mrs. Louise Kau- 
sier, president; Flora Davis, treasurer; Agnes Lacey, director, 
and Ruth Cole, corresponding secretary. 


good fellowship. They also meet in a 
private room downtown for lunch ev- 
ery Wednesday. This group recently 
heard an interesting report on how a 
person can make a will. A CPS study 
course is also in progress in Memphis. 


A mark of progress for MALABOU- 
CHIA CHAPTER this year is the estab- 
lishment of an examination center for 
CPS at the University of Mississippi- 
Millsaps Center, Millsaps College, 
Jackson, where more than ten local sec- 
retaries will take the CPS examination 
on October 17-18, 1952. 








BOOKMASTER holds books for easy 
copying. Light metal holder saves typ- 
ing hours; prevents errors; hold law 
books, library books, land record books, 
accounting books—in fact, all kinds of 
books. Sturdily built. Collapsible for 
easy storage. Standard model as pic- 
tured above, $8.75, postage paid. Special 
model for extra large books, $11.75, 
postage paid. Ten-day free trial. Write 
for information today. 
BOOKMASTER COMPANY 
lst National Bank Bldg. 
Miami, Okla. 
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d. 
onger lasting than any ribbon you have ever use 


INKED RIBBONS « CARBON PAPERS « UNIMASTERS « DUPLICATING SUPPLIES 


= Col your local PANAMA-BEAVER MAN... 2luays a Lie wie l— 


ATLANTA, The Tidwell Company AURORA, Panama-Beaver, Inc. BALTIMORE, Coronet Carbon & Ribbon Co. BATON ROUGE, Kuhlmann Office Supply 
BEAUMONT, Vondersmith Co. BIRMINGHAM, Kime Company BOSTON, Manifold Supplies Co. of Mass. BUFFALO, Century Carbon Co. CHATTANOOGA, 
Panama-Beaver, Inc. CHICAGO, Panamu-Beaver, Inc. CINCINNATI, Panama-Beaver, Inc. CLEVELAND, Panama Carbon Co. COL UMBIA, S. C., A. 
Hines McWaters COLUMBUS, Panama Carbon Co. DALLAS, Panama Carbon Co. DAVENPORT, Panama Carbon Co. DENVER, Commercial Products 
DES MOINES, Panama Carbon Co. DE TRQIT, Panama Carbon Co. EL PASO, The Office Supply Shop EVANSVILLE, Panama- Beaver, Inc. FORT WAYNE, 
Panama-Beaver, Inc. FORT WORTH, Mayton & Roddy HARRISBURG, Coronet Carbon & Ribbon Co. HOU STON, Benson Carbon & Ribbon Co. 
HUNTINGTON, Huntington Typewriter Co. INDIANAPOLIS, Panama- Beaver, Inc. JACKSON, Standard Stationers JACKSONVILLE, FLA., Panama Carbon 
Company KANSAS CITY, Panama-Beaver, Inc. KNOXVILLE, Panama-Beaver, Inc. LOS ANGELES, Wilson’s Carbon Co., Ltd. LOUISVILLE, Panama- 
Beaver, Inc. MARQUETTE, Upper Peninsula Office Supply Co. MEMPHIS, Panama-Beaver, Inc. MIAMI, Panama Carbon Company MILWAUKEE, 
Pandma-Beaver, Inc. MINNEAPOLIS, Panama Carbon Co. MOBILE, Office Supplies, Inc. MONTREAL, CANADA, Stencils Ltd. NASHVILLE, Panama- 
Beaver, Inc. NEW ORLEANS, Panama-Beaver, Inc. NEW YORK, Mutual Ribbon & Carbon Co. NEWARK, Wm. H. Coleman Associates OKLAHOMA 
CITY, Branham’s, Inc. OMAHA, Panama Carbon Company PATERSON, Wm. H. Coleman Associates PEORIA, Panama-Beaver, Inc. PHILADELPHIA, 
Carbon & Ribbon Service PITTSBURGH, Panama Carbon Co. PORTLAND, Simmons Carbon Co. RICHMOND, Cole, Harding & James, Inc. ROANOKE, 
Caldwell Sites Co. ROCKFORD, Panama-Beaver, Inc. ST. LOUIS, Panama-Beaver, Inc. ST. PAUL, Panama Carbon Co. SAN ANTONIO, Paul Anderson 
Co. SAN FRANCISCO, Panama Carbon Co. SOUTH BEND, ee Beaver, Inc. SPOKANE, Imperial Carbon Co. TAMPA, Stallings-Jenkins Co. TERRE 
HAUTE, Panama- Beaver, Inc. TULSA, Panama Carbon Compa WASHINGTON, Coronet Carbon & Ribbon Co. WAUKEGAN, Panama-Beaver, Inc. 
WICHITA, Panama-Beaver, Inc. WINNIPEG CANADA, G. R. ~ ley & Co., Ltd. 








